100-Desk SOP-038R

DESK OPERATING PROCEDURE 038R
CFO/CIVIL REPORTS DIVISION

PROCESSING EMBASSY VOUCHERS

Embassy vouchers are vouchers that are sent from the Department of State. The U.S.
Treasury reimburses the Department of State with USACE funds due to expenses incurred

by USACE employees in foreign countries.

1. Receive vouchers from 96008768: Vouchers from Bangkok, Thailand — 96008768
are received thru an automatic email system from

‘ESCBangkokFINTEXT @state.goV.’

2. Receive vouchers from 96008769: Vouchers from Charleston, SC are retrieved
from the Department of State web site. To retrieve documents:

a. Log on to ‘https://cfsc.state.gov

b. Enter user ID and password (assigned by Charleston, SC)



100-Desk SOP-038R

Enter Network Paszword |

Please type vour user name and pazsword.

Siter cfzc. ztate. gow
Realm cfsc. state.gov
Uszer Mame ||

Paszword I

[T Save this password in your passwaord list

k. I Cancel

c. Select ‘Agree’

3 OFFICIAL WARNING - Microsoft Interet Explorer provided by USACE - Finance Center

File  Edt Wiew Favortes Tools Help ‘
wBack v = - (D [2) A QiSeach [ElFavortes iMedia (4| EN S = - 5

Address I@j hittpes: ¢ /cfs. stabe.gov/ ;I o Go | Links *

=
WARNING: FOR OFFICIAL USE ONLY.

This computer iz a Department of State computer system. It should be used for official T3 Government work only. Use by
unauthorized persons or for personal business iz prohubited and constiutes a violation of 18 T1.5.C. 1030 and other Federal
lawws. ¥ou have IO REASCONARLE EXPECTATION OF FEIVACTY while using thiz computer. AL data contamed herem
may be monttored, intercepted, recorded, read, copied, or captured in any manner by authonzed personnel System
personnel or supervizors may give law enforcement officials any potential ewidence of crime, fraud or employee misconduct
found on this and all connected computer systems. Furthermore, law enforcement officials may be authorized to access and
collect evidence from this system. USE OF THIS SYSTEM BY ANTY USEE, AUTHOERIZED OF UNATTTHORIZED,
CONSTITUTES EXPRESS CONSENT TO THIS MONITORING IF YOU DO NOT CONEENT, PLEASE PRESE
DISAGEEE WOW. PEESS AGEEE TO COMNSENT TO ALL THE COMNDITIONS STATED ABOVE AND ENTEE
THE "WEE ZTTE.

Agree |
Disagree |

N

[&] Dore [ [ 1B [ Intemet

d. Enter assigned ‘Country Code’, ‘Post Code’,” and ‘Access Code.’



100-Desk SOP-038R

a Choose a Report - Microsoft Internet Explorer provided by USACE - Finance Center

File  Edit Wiew Favortes Tools Help ‘ H
EBack - = - &) 2} DiSeach [GfFavertes iMedia (4| B\ S = - 5
Address I@ hitps: #/cfee. state. gov/cgi-bindta.exe j © Go | Links *

-

Post, Bureau or Agency Information

Country Code:l
Fost Code:l
Arcess Code :I

Click here to continue |

Privacy MNotice

Dhsclammer

Change Password [

Teret Thodeate s Tonuame 22 20004 =

[&] Dore I_ l_ E | Internet

N [ K

e. Select ‘File-Download’
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a https://cfsc._state.gov/cgi-bin/tc_exe - Microzoft Internet Explorer provided by USACE - Finance Center

File  Edit Wiew Favortes Tools Help ‘
EBack v = - (D [2) A QiSeach [hjFavoites iMedia (4| 5N S92 - 5
Address I@ hitps: #/cfec. state. gov/cgi-bindtc.exe :J o Go | Links *

File Options
File-Downlozad |
File-Upload |
File-Delete I
Fublic_Files |

Software_And_Support |

Attention All Users!

We have added a new file for you to pickup in your payroll directory. It i called mmorallreports. zip (oo = post code). This is
the whole collection of payroll files apped mto one file. Hopefully thiz will help by downloading only one file verses
downloading them all one at a time. &1 indindual files will continue to be in your payroll directory.

User Operations Guide

S | K

[&] Dore [ T 18 | Intemet

f. Three files will be extracted: A summary file of the charges from each post
by appropriation, amount, and disbursement or collection; a file listing each
voucher and amount by post; and a file with the individual documents. You
will be able to tell from the date the file was available which three files to
extract. (i.e. March files will have a date of 31 March or the first week of
April) Each file is available in ‘doc’ or ‘txt’ format. Double-click on the

appropriate ‘doc’ format file to select.
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a File Download - Microzoft Internet Explorer provided by USACE - Finance Center

File  Edit Wiew Favortes Tools Help ‘
EBack + = - @ 7] 4 | Qi Search (G Favortes A Media 3' By S =~ 5
Address I@] hitps: #/cfec. state. gov/cgi-bindtdp. exe Foookie=09601 2 j o ||_ink8 =
=
Files Availahle for Downloading
1221459600_03312309.doc.zip | - 4764 bytes - modified on Wed Apr 07 0%:56
1221A4GIE00_03312303 tt.2ip | - 1675 bytes — modified on Wed Apr 07 05:56:4
3600_ADR_200403.doc.zip | - 27466 bytes - modified on Wed ARpr 07 09:5&::
9600_vADR_200403 £t 2ip I - 13956 bytes - modified on Wed Apr 07 0%:56:40
ACDADS?_3600_200403.doc.zip | - 5362 bytes - modified on Wed Apr 07 05:5¢
ACDADS?_3600_200403 tt.zip | - 2418 bytes - modified on Wed Apr 07 0%:56:
1| | _'lJ
[&] Dore l_l_lg|® Internet b

g. Select ‘Open’

File Download |

Some filez can harm your computer. |F the file information below
lookz zuspicious, or vou do not fully trust the source, do not open or
zave thiz file.

File name: .. 2214G3600_03312309[1 ] doc. zip
File type:  Powerdrchiver ZIF File

From: cfgo. state gow

whould pou like to open the file or zave it to your computer?

Open |

¥ | &lways ash before opening this e af file

Cancel Mare Infa
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h. Double-click on the Microsoft Word file

-]__ PowerArchiver 2001 - 1221AG9600_03312309[1]. doc._zip

Fil= Edit Wiew Actions Toolz Options Help

“ Mew Open = Favortes Add Eutract Delete Wiew CheckOut

Mame | Madified | Size | Ratio | Packed| Path |
B12214G9600_... 441/2004 1:14 AM BE296  92% 4,620

Mo filefs) selected. | Total 1 file, 54 kB [5 kB] (r Nir |

i. Afolder is created for each month. Save the three extracted files in the

proper folder (i.e. March files are saved in folder ‘200403).
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Save As |
Savein: | 200403 - & @& | @& ¥ 5 E - Toos -

FH] Deskkop =
d My Compuker
- é’ 314 Floppy (A2
(= Local Disk {C:)
@ Compack Disc (D)
@ =2 Forms on 'UFcFs02' (F:)
=2 Data on 'UFcfs01' (G:)
My Dacuments =2 tormfsca$ on 'UFcFs02' (H:)
=2 UFcops on 'Ufcfs01' (i)
] SHAREDOC
] RADIY
] sHaRoM
] EMBASSY
] woUCHERS
[ Fyzoo4
] 9600876
[ Ez00403
=2 Fetf on UFcFs01' (T:)

(B8 My Mebwork Places j EH save I
My D t
9 My Documents
[ advances j LI:EJ'

. Close Microsoft Word and PowerArchiver 2001and the file-download
window. This will take you off the Charleston web site. Note: This is done
because there is no logout procedure available.

k. Print each file.

I.  Review the individual documents to determine which USACE activity the
charges belong to. This is determined by locating the FSN, EROC, or
obligation number. Example: This document belongs to Mobile District. In
the lower right hand corner you will find the EROC ‘K5’ and the FSN ‘96015’

both indicating this is Mobile.
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'-'_E. YADR_9600_200403.doc - Microsoft word

JEiIe Edit Wiew Insert Format Toaols Table ‘wWindow Help
IDSsEa & L= ’l- 100%

EE---|---1---|---2---|---3---|---4---|---5---|---5---|---?---|--g

4
o
4
-}
Iy
=
"
(]
(il
Ry
4
>
4
[l
4%

LAIE: AER nz zuua REGIONAL PINAWCIAL AWRCEMENT SYSIEW - DISEURZING EERIOD: D2/01/3004
TIME: 09:41: UOUCHER RODITOR'S DETAIL 0373172004
E&R,.4 180 rsc cm.r.xs:m( ERITIN VONCHER WRSIER (WCHR) RELEAZE: 3.3
02D4: 2759 IO, RICHKAD REFORT WIMEER: RCUR0TD
BRZE MUMEER: 63
SCHEOULE MUBEET; JOUCHET. REF WIKEER : lI&AAO0003Z UOICHER STAMS COOE: <b
RETIVITY IYER...5 VOUCHER IYEE : VENDOR IMVOICE
REEWCY EUREA...; 3600 CORES OF EMGIMEERZ UISEURSINZ EOST CODE: 180 TRAWSGITIAL MIREER : ROA

VOUCHER TWPORMATION :
VENUOR PREE. .o I SCELLAVWEDN S LOCAL CURREWCY
VOUCHER DESARIERIAN .o, COMFEREMCE ROOMHENT

AUDIT RESULI DESCRIEIION:

CUORKEMCY COBE...;. 136 INUOICE WUMEER : 516 CLAIMED AT : 760,000
CURKEWCY MBE...: PERUFIAW WUESD SOLES :nn:x:u DATE : Wihh 29, 2004 +i- ROTUSTRENT Kl 0.000
SUEMITTING BOST: 136 ; 1 e
LRST #00 DRIE...: bR 27, 2004 n:scnum GHE DRTE - ALLOWED Kl : 0.o00
CHERYE QBTE.. .. . BikR 27, 2004 AECEIWING REPORT nux MRR 25, 2004 - OUT OF POCKEY AT : o.oon
REFROVRL DRIE...: ML/ BRRI/RET IND E - DISCOOMT TAKEW hidf: 0.000
CRENIER COIE,....: PER PHIMT PRYMEWY FLAZ @ W + LRTE FRYMEWT KT o.oon
UIILITY USRGE...: .000 ENCHINE TVEE o e
mzunugg,uw ENCH PUST CORREMCY - WET RMOUWT RLIOWED: o.oon
MK BCCONMY....; EEG ENCH BJUWEWT ROUT 0.000 - BREBRYMEWT REELIED: 0.000
mmcx YLIMEER.......; ENCH RECEIPY CORRENCY: oo
DEBQSIT LYER..on iR ENH RECEIFY RalfT . 0.o00 - BSE ¢ COL T : '.!sn.nnn
DEBOSIT OBTE....: DEEIT OUCHER DRTE  : DISCOONT LOST AT - .onn
CRMCEL CHECK MIMEER, DFEASIY TICKEY MTBEER: EXCHRMTE RRTE : 1. .'.'.!nnn
BAYEE fMOTLECTTION TMFORGRT IO :
BRYMEVT RECIRD MUMEER: 1 BAYEE RODRESS: RMERICR EakAZSY MAIL CODE: B
BRYEE MARME: ISCELLAMEOUS LOCKL CURRENTY LIk, PERU EMNL RCCOUNT CD: BEG

BAYMEMNT WEOIR: H

BRTRENT BELEIME. ... oo o F60. 000 CHECK WUMEER : CHECK DATE:
ERYEE DB AGRIERTON. s, COMFEREMCE ROOBRENT

ACCOUNIING CLASSIFICATION: I
TREWSACTIION T¥EE. ;. O - DISEURSEREVT REQORD WIWEER : ool RECORD STATUS CODE :Ch
IRRWSACIION X, ... T80.000 USE ReOUMNT H 219.02 OELIGAIION DOCUREHT mmx:ﬁ. 09930 2330
;. 98 H3l122o0000 TRERSURY EURERD CODE : om EXPEWODITURE AITH. CODE : X5 08 2446 -
OELIGARTION WUMEER: 09990 2530 EUMCIION ggnx 03I0ms 9 OEJECT CODE : 496015 +
EROJECT CORE,....nni DODOZ736 EROPERTE 1D OMEAVIZATION CODE ;
TRRVELLERS ID......; ENEECIED CORELETE I'lklx OEEIOR/CREODIMR COODE : 1136w 3CLC o
BT THBRreiniint
Fuya Graat, ¥
EEEERN e

[Page 68 Sec 1 6869 [ 2" nzt coles  [REC [TRe T [ [EX [

m. Once you have determined which USACE activity each document belongs to
you will prepare a memorandum to forward the charges to them. The
memorandum reflects the total disbursements, total collections, month of
charges, and appropriation charged. If the charges are to appropriation
96X4902 it will state which monthly cash recon they will be recorded on.

Copies of previous letters can be found at:
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Open |

Lok in: (] Przons v & | o W O - Tools =

] Desktop =
1l My Computer
o é’ 314 Floppy (A2
History (= Local Disk {C:)
@ Compack Disc (D)
ﬁ’ =2 Forms on 'UFcFs02' (F:)
=2 Data on 'UFcfs01' (G:)
My Docurnents =2 tormfsca$ on 'UFcFs02' (H:)
=2 UFcops on 'Ufcfs01' (i)
] SHAREDOC
] RADIY
] sHaRoM
] EMBASSY
] LETTERS
ks
Ba S
=2 Fetf on UFcFs01' (T:)
My Mebwork Places
5 My Docurnents j ﬁv Cipen <

] Advances
[ hostkeys j L':Ell

n. After the letter is completed it will be forwarded to the USACE activity POC,

along with the supporting documents by email. A list of POCs can be found

at:
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O x|
Lookin: | EMBASSY | - | @ ¥ O B - Tods -

_ 1 EMaIL
P

_K5 processed

_locxs1zz

_126x4a0z

_ILETTERS

_ 1WOUCHERS

3 k5_ Emb bo be processed, xls

@

My Docunents

File name: I j (=& Cpen |-

Files af tvpe: I,.:.,|| Files (*.*) j Cancel |

0. The USACE activity will review the documents and provide obligation

numbers for processing.

3. Total charges are reconciled to the FMS6653 to assure accuracy.

4. Once obligation numbers are received the documents are ready for processing
charges. Note: Since the Embassy has received payment by charging USACE
funds, we are updating the databases to reflect what has already happened.

a. Review CEFMS obligations provided to assure it reflects the correct
appropriation charged.

b. Provide copies of documents to Accounts Receivable for processing as
IPAC transaction. Note: Processing as IPAC instead of a Treasury check
eliminates the risk of a check being mailed out in error.

c. When disbursements are completed verify amounts by viewing CEFMS

screen 7.2.V. This verification is done to reduce then chance of differences
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between what was reported on the FMS6653 by the Embassy and what was
recorded in the CEFMS database, which would result in a difference on the
FBWT.

d. A couple of days prior to the end of the month, an email is sent to Cash
Reports Section providing them the information regarding the Embassy
transactions that should be removed from the SF1219 and SF1220.
Information should include EROC, appropriation, and amount of
disbursements/collections that have been processed during the current
month.

e. Edits are established to reconcile the current year cumulative SF1219/1220
to Civil SGL. As a result, the Civil SGL will have a ‘D02’ and a ‘D05’ error.
Therefore, when notifying the Cash Reports Section you should also notify
the POC responsible for the Civil SGL and let them know that their report will

reflect a difference (include amount) but the error is valid.

4. When the monthly SF1219/1220 and SGL have been completed, verify the correct
amounts have been removed from the SF1219/1220. This verification is also done to
reduce then chance of differences between what was reported on the FMS6653 by the
Embassy and what was removed from the reports, which would result in a difference on the

FBWT.
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Revised by: Annette Chaffen 05/27/99
Revised by: Sharon Cave, Accountant, CFO/Civil Reports Division (March 2004)
Reviewed by: Ellen E. Gibson, Chief, CFO/Civil Reports Division (March 2004)

Approved by: Cynthia R. Blevins, Deputy Director of Accounting (March 2004)



